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FORWARD

This manual is intended to provide information which South Dakota
Public Library Trustees may wish to use in the performance of their
duties rles:gned;

)

-- to heighten the awareness of library trustees to the importance of the
library board in the success and services of the local library.

-- to, encourage trustees to become more expert in their re'sponsibilities.

- - to suggest useful practices and to share successful and desirable/
methods of representing the community through the library board.

- 7 to provide an up-to-date and reasonably comprehensive source of general -,

information for practicing and potential trustees.

- - to supply mqVsibl as background for discussion and decision-making

by local boards.

1
The editor of this manual wishes to acknowledge the information and

ideas gained from individuals within South Dakota, and from trustee manuals
of other states, particularly those of AinAtota, Nebraska, North Dakota,
Oklahoma, Georgia, Pennsylvania, Iowa,-Idaho, New-Hampshire, Colorado and
Florida.
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THE TRUSi,_

You are a Public. Library Trustee, an interested citizen who has been

ntrusted by your community with the development of one of its most vital

cultural and informational resources: its public library. This does not V

mean that you are expected fo rigidly maintain your library-at-its--

present level of ser:vice. A 10..rary is only of value to the extent that

it provides service to the public. In recent years many South Dakota

libraries have made exciting improvements and changes, a few have closed

down entirely, and some have merely marked time, ignoringvnew materials

and services which could pr=otect and expand past achievements. In the

future, libraries must make imaginative changes to meet public needs if

those libraries wish to retain public support.

Library trusteeship can be interesting, productive and substantial,

or it may be dull', detail conscious and stagnant. What the individual

trustee makes of his term in.office will largely determine the quality of

service the library provides.

The truSee's most important asset is determination to do something

with the library that entrusted to her or him; to support rather 'Than

hinder the librarian's efforts to provide new and improved services,

materials and programs. However, some information and knowledge are

necessary to transfo.rrp that yetermination into action. Your fellow

trustees and your librarian are your primary source of information.

This manual tries to give the new trustee the bare bones of library

trusteeship and jog the memory or fill in gaps for the "old hand" on

the library board. For additional information check the reading list

at the,end of the manual-(particuprly Virginia Young's book, The Li_bicaky

TALoted), ,.or ask your state library for advice and assistance. .Whatever you

are trying to do for your library r even if you are not sure what to do)

someone will be able to giVe you the information you need.

"Both the tryst and the trustees are created for the benefit of

the people."4.
--HENRY CLAY

I
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. . A GOOD LIBRARY
.

ca

A GOOD LIBRARY IS:
The cultural' and informational center for all members,of the community.

A GOOD LIBRARY HAS:
Materials Needed by the people of the community-for

education and recreation--(booksT-magazinesi-newspapers,
maps, pictures, films, recorairigs, etc.).

Organized. for convenient use.
.

To serve all ages and.groups in the locality:
The child learnl'ng how to live.
The young stucent and mature scholar.
The senior citizen with leisure time.
The illiterate who has never been
inside of a library.
The homemaker, business person and
farmer. 4

The sports buff, art-devotee and
music lover.
The citizen seeking self-education.
The civic cultural and educational
organizations.

A Staff Which is carefully selected, well trained, adequately paid,

sufficient in number and eager to provide service.

A Building Which is attractive, convenient and well designed.

Which provides ample faci 1 itre for use of all library
materials,lifor public meetings and programs, for efficient

staff operations.

Which 4s clearly"identified arigropen during.hours which

are convenient for the public.

A GOOD, LIBRAAXPROTES:
Access To 11 resources in the community through recorded infor-

mation in the library and referral to other local agencies,

organizations and individuals.

To information resources throughout the region, state and

nation through interlibrary loan 'requests.

3



A GOOD LIBRARY

Cooperation With tie local government unit of which the library ,
t is a p\rt.

;-

With 61 library and information agencies in the surrounding
<areas.

i

and throughout the state. .

An Atmosphere That is friendly and helpful, that is always inviting,
and stitrallating, never forbidding or dead.

A GOOD LIBRARY NEEDS:
Intelligent and Interested Trustees.-
A-COMpetent Library Staff.
Long-Range Plans for Development and Expansion.---_
A Budget Adequate to Carry Out Those,Plans.
An Adequate Building-in a Good Location:

V°

4/

,
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TRUSTEE QUALIFICATIONS
AND RESPONSIBILITIES
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GOOD LIBRARY TRUSTEES

GOOD LI,BR RY TRUSTEE HAS:

Timk-to ttend all meetings and work actively for better library

services.

Interest in library service and concern for its growth and development.

Willingness to work closely and cooperatively with local government

officials, and to .forcefully seek adequate library'funding.

A good understanding of the community; its needs and resources.

Initiative and ability to establish definite policies to implement

,the provision'of library service.

.Courage to support the execution of library-policies by the librarian.

An'open mind to new ideas for Improves:I library service.

A GOOD LIBRARY BOARD OF TRUSTEES 'HAS: n /
1

A diversity of interests, occupations and,community elements.
/ .

Vitality-and continuity through regular appointmerits of new members

for defingte, staggered terms. . /

Acqueintandt and contacts with community leaders/and organizations.

Knowledge oflibrary trends and standards.

Knowledge of the legal authority, the states atiites,the local
ordinanCes and the board regulations under w id: the library
operates.

e

10
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NECESSITY FOR_ LIBRARY BOARDS OF TRUSTEES t1

a

.The South Dakota Codified Laws 14-2-35 provides that "Any public library
est9blkhed under subdivision (1') of SDCL 14-2-29 shall be goCierned by a

board .of public ibrary trustees." That is all well and good but why are
trustees necess ry in small libraries...or even in large ones?

,,The public Library; dependent as it is on the community, needs these
----boards-2of-cl-ti zen-representatives to-ensure -that the-public Tibrary-is-a-

true refleetion.of the community. Board members, as representatives of
the community, are of vital assistance to the librarian as barometers of
change in the community which should alter the role of the library.' They
b

t

ing the community's voice into the deliberations leading to, library
lanning and policy-making. Being responsible to the community as its

designated representatives, Board members ensure that the library provides
the'best possible library service for the community in the most economical.
fashion.

. p

It is the trustee's obligation to*improve libraries through well
trained staff and efficient use of funds;to obtain adequate funds for
good lrbAry services; to promote the best possible use of all library
resources in4he..asea; and to extend library services to those not pre-
iiously served.

TRUSTEES-- SELECTION AND APPOINTMENT.

Once.the governing body hasie/stablished a library and a Board,
members of the Board. must be selected and-appointed. In South Dakota,

the governingobodw retains the power of 4pointment. Because of this,
the governing body must be made aware of, the "impo"rtance of the Board and
of choosing members'wkth desirable qualifications, reducing the possi-
bility of the selection being left to chance or political patronage.. The
governing body is the city-or county commission that provides funds to
operate the library.

SELECTION
-kJ

Qualities that should be sought in.prospective Board
members include:

1. The capacity to envision what library service should
mean td the community.

2. Readiness to devote time and effort to carrying out
the duties.

3. Knowledge of the community and an active involvement
in its services, its interests, and its resources.

4. Ability to workcooperatively as a member of a
dedicated team.

5. Initiative and ability to establish policieS for success-
ful operation of the library and for impartial service
to all its patrons.

6. Courage to plan creatively, to carry out plans effectively,
and to withstand pressures and prejudices.

7. Enthusiasm of the contagious variety.

7
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The board should be considere as'a whole, too. Today

the library has a new and increa tnq importance as a resource

center for the total community ,,d Board members should represent

a cross section of the commu ty.

1: A diversity of int- ests.
2. A balance of age :nd socioeconomic levels.

or owledge in a variety of fields.

APPOINTMENT

The appointing body should,be notified immediately of,any

vacancy and should make appointments regular y. In the notifi-

cation the Board might wish to reemphasize th Board's importance,

list some of the qualifications they would li e to see in a new

member, and suggest names of people willing to serve.

**),

REAPPOINTMENT

Trulyoutstanding members can be reappointed, but no one

should serve indefinitely. It should be remembered ?.:hat when a

valuable Board member's services is terminated, the library still

has a staunch friend. South Dakota sta e law requires that

trustees serve staggered three year t mq; this provides. con inuity.

The Board will never be left without xperienced members an yet

will still benefit from the fresh i eas and energies of ne

members. Congcieneious Board mem ers will continually a ss

their potential contributions and refuse reappointment when it

appears to be approp iate.

.

The chairmanshi should be rotated among Board members.

. ,.

)

BOARD iBRARY DIRECTOR RELATIONSHIP

The librarian or library director is employed to hardle the day-
,

to-day.administration of the library. Both theBoarp and the governing

body.should support the director in-performing these administrative

responsibilities, including the acceptance of recommendatiOns.on

'emplpyment of the rest of the staff. The Board should ensure the

director's continued development by encouraging participation in

professional associations and'attendance at. workshops and conferences.

The following table contrasts the responsibilities of the library

director and the Board.

12
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RESPONSIBILITIES OF TRUSTEES AND-LIAARIANS

PERSONNEL

TRUSTEES' 1
LIBRARIAN.

Hire a qualified, competent Librarian Administer the Personnel Policies of
the Library 6.8ard.

This is the most important duty
'of the board of trustees. When hirin /a-

new librar4 ian, the beard should:

f. Decide on the salary range
based ono Ott budget and the
qualifications of the position.
Where possible the librarian
should be a graduafte of a
library'school accredited by
the American Library Association.

2. Obtain assistance in seeking
qualified applicants from the
state library, accredited
library schools, and profes-
sional organizations through
advertising in their publications.

3. Evaluate the appliCations and
letters of reference.

4., Arranje for personal:, inter-.

lviews.

5t Seleet the most satisfactory
appliCant and immediately44.
notify that person of her or

his 'selection.

It. Immediately after acceptance of
the position by a candidate,
all other applicants shbuld be
coufteously notified of their
rejection.

7. Liam.ing.hired a librarian, let

her or him manage the library.
It is prudent to hire a
librarian'for a probationary
period' of six months or a year,
with a performan1e review at the
midpart and end of that time.
Hawever, the board shbuld not
interfere in the everyday
management of the library.

8. Require the librarian to becomt.
certified-by the'outh Dakota

° Library Association and to
maintain a current certification.

9

The librarian should:

1. Select and supervise
all other library per-

sonnel.
2* -Administer all aspects of the

library's personnel policy.
3. Serve as the channel of

communications between the
staff and the Board of
Trustees.

4. Urge staff Members to apply,
for, maintain, and, where
possible, to upgrade their 1

librarian certification from
the South Dakota Library
Association.



RESPONSIBILITIEOF TRUSTEES AND LIBRARIANS
ff,

PERSONNEL

TRUSTEE LIBRARIAN

9. Provide funds and professional
leave for the librarian and
staff to attend State Library
sponsored workshops and
whatever other continuing
education opportunities that
may be necessary for the
staff to keep abreast of
current trends in'librarian-
ship and to maintain their

,certification.

10
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RESPONSIBILITIES OF TRUSTEES AND LIBRARIANS

POLICY MAKING

TRUSTEES
Establish-11'1e goals and objectives

of the library in the form of a written
long-range plan, revised annually.

Determine and adopt w 'tten
es to govern the programs,

,o rationid use of the library.

Consider any citizen or staff
complaints or suggetions in regard
to adopted policies.

410

POLICY MANUAL

LIBRARIAN

Participates in the composition
of the long-range plqn.

RecOmmends needed policies to
the Board of Trustees.

Administers the library in
accordance with adopted policies.

, Interprets policies to staff
and public..

The Minimum contents of the written policy manual are:

1. A statement of the goOs and objectives of the library. .

A detaile library materials selection-policy*,,including selection
piorifi , theoLibrary Bill of Rights, Freedom to Read statement and
a procedure for handling citizen complaints. Sample book selectton
policies adopted by-South Dakota public libraries are available
upon request from the South Dakota State Library.

3 Regulations for library use, including:
(a) hours of service.
(b) loan periods and fines (if ny).

(c) replacement of library materials.
(d) policy in regard to abuse of library privileges.
(e) acceptane or rejection of gifts.
,(f useof library meetingirooms.
'(g) exhibits by individuals or organizations.

4. Staff regulations:
(a) leave: vacation, sick-leaveoholidays.
(b) travel. time.and expenses to library meetings, conferences,

etc. 1

(c) other fringe benefits.
(d) staff responsibilities, job descriptions and salary

schedules.

See Appendix D



RESPONSIBILITIES OF TRUSTEES AND LIBRARIANS

POLICY MANUAL

Z 3 -j

.

4 .

.

When possibleemployee.benefits,
salaries and job descriptions

should be an' integ-ral part of, or at.least compatible with the

benefits, salaries and job descriptions.of other employees of'

the local-governmental. unit. 'r
, /

2-

The policy manual shOuld be revised in entirety at least once.every five

years.

F

12:-
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RESPONSIBILITiES OF TRUSTEES AND LIBRARIANS

BUDGETING* ,

,
''TRUSTEES LIBRARIAN

Study,: amend if necessary,'and Prepares annual budget'which
,

'approve the annual budget..
,
clearly states the amount el- money
needed, the serwices,,and material

Present, along with the librarian, which will bevrourded wifh the

the budget to_the appropriate governing money, and the'Oriorities..among the

body. y various libra serveces.
,* '

,

A a.

Approve acceptance of gifts and Present:S bbdget to the
government or private grants. appropriate go' rning body along. with#

_. , members of the Library Board.

,

'--

, /
-Reports regularly to the Library

Board concerning expenditures and
budget status.

One of the most important of the'obligations of the Board is to be certain
that sufficient funding is available to properly operate the library. Each Board

member should know the library's financial background; the governmenta) unit(s)

allocating the local appropriation; the entire resources of local tax monies and
the.library's fair share; grants available from all sources (governmental and
private foundations); and any other,pcissible sources of support--a bond issue,
endowments, gifts, donations, fines: ''and fees.

Too often the library operates on the basis of what is offered, accepting
an insufficient appropriation and developing .library service on that basis. A

Board that plansonly in terms of last year's budget will never progress.

'A budget is an'expression of the library's pl#404and objectives in financial
terms- .Therefore, before a budget can be formulated, thq4clan for library services

must be developed and thegoals and objectives estabjished.. If the community is' )
involved in the planning process, the 1 ibr ey and its plan will be_supported

throughout the community. However, the le ary's budget must be realistic. The

library is, after all, only one of manyseive,ces provided by the governmental unit.

If the budget necessary to follow the-plare requiresta substantial increase in fund-

ing, the BOard should investigate other possible fundipg sources. Funding from

such other sources as federal monies should be considered supplemerltal and never

_ as a means of lowering local appropriations. The locqj appropriation must, be at

least large enough to provide the minimum level of public library -service acceptable
to the community. Other funds should be used to supply services and materials over
and above this level.

''' 4,3

v
*.

o An example of a budget form and the budgeting process can be found in Appendix E.
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RESPON$1BILITIES,OF TRUSTEES AND LIBRARIANS

az,

V

-PUBLIC RELATIONS

:The Trustee must Serve not 'only as the public
s
1;

P' but also ds the library's representative to the PO.'

TRUSTEE
Be, oe'become, a., personal user of

the library.

,

Promoteibrary'services and
needs, on vial personal level, to the
trlistees' business associates and

'social acquaintances.

Participfte, when asked in

fo'rmal Publicrelations activities.

- Support the effLrts of theli-
brarian to maintain an effective

relations program.
to.

Establish a good working re-
lationship with the city or county
commissioners and other community

leaders. No library board can claim
good public relations unless they are
able to sit down (never in a 'defensiv
mood) with the_city or county com-
missioners and talk amicably about.
library expensesand programs.

Study and 'actively support
legisldtion to igprove library
services on heal, state and national
-levels.

- Maintain year round' cordia]
contacts:with all members- of the

power structure at all levels of I

government; such as city commis-t"

sioners,,,county officials, sta;e
and national ;legislators, and.
'other influeftkal commu ity
leaders.

.

.t 9

14

Aresen tatikie to the ribrari
rt 9erves;

of librarymointailtilsB:A=

service: anl friendly, invi-ting, atmos-

phere the 1 ibrary.

De- ops sustained public re-
lations cailloaigo utilizing personal

appeara radio,. television and .

newsPaP tz)verage+
display. materia)s

ncres

and special otions,prom

-E5tablishes a g°6d

commi5sioners'

working relation-

ship it/1th c:

and fOncfl
or,co

"and other coM-17a140.ffice

-)atiovt°

a.

%
an

d.acti.vt.-ly support's legis--

1M rove library services on
te amd national levels.

MOnta1

with all
Ye

snibe'r

r-rC'Und cordial contacts

f the power structure

at
Aall' eis "0.1ment; such as -

citY c("mi%sioners

--mMunity

islators, and

cvAinty officials,

state and fictional leg
fnfit.lential rn leaders.

.CJ



MEETINGS

Reeular meetings should be held. Sobth.Dakota state law, SDCL 14-2-40(5),

requires "Each board of public library trustees shall.Meet at least once during

each quarter of the year." The library director should attend each meeting and

serve as secretary to the Board.

An. agenda should be.prepared by the chairperson and the library director

and mailed to the 'members of the Board prior to each meeting. .

These meetings are "business" meetings and, although discussions can

bs informal, the conduct of thy meeting should conform to simple parliamentary

procedure. The tYpical order of business follows.:

1. Reading of minutes of previous meeting.
2.. Correspondence and communications.
3. Report of the librarian.
4. Financial report.
5. Reports from committees.
6% Unfinished business.
7. New busines.
8, Adjournment.

: In order to encourage attendance,,every meting should be made meaningful.

Routine business should be disposed of as quickly s:pri,,sii41,1,e, leaving

time for consideration and open discussion., of the library's next progressive

step4, long-range planning, standards and'ways of achieving them, methods of

extending service to unreached portions of. the community, etc.

The chairperson should encourage discussion without .letting matters get

out of han Every Board member should have a chance to speak and to be

heard.
_

\

ZJ
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TRUSTEE ACTIVITIES AND RESOURCES
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TRUSTEE ACTIVITIES

In meeting their responsibilities, Public Library Trustees find it necessary to'
perform many activities, and are able to gain assistance from a number of resources.
Some of the most basic activities and resources are described below: -1

Me/ ng4. It is absolutely essentf al that-library trustees attend board
meetings regularly. 'Meetings shAild be held at least quarterly, and perferably

each Month. The librarian should be present at all meetings except when her

or his salary, employment or performance are being discussed, and should act as

secretary for the board.

Board meetings should be conducted according to written-bylaws (see

Appendix), including a set order of business. All board meetings must be o en

9 to the public, and meeting times should be advertised. A majority of the p rsons

apribinAKto the librar9 board should represent a quorum, and no official
business thay;be conducted, if a quorum is lacking.

Ward officers should be elected each year. Library boards areencouraged

to limit the number'of 'consecutive terms which trustees may serve in order to

provide maximum citizen participation in the library.

Book Selection and Intettectuat rteedom. Trustees must not only formulate

a written selection policy but must defend that policy in the event of any

citizen complaint. It is extremely important that the library board support

decisions of their librarian in implementing the policy which they, the trustees,

hmVe adopted. See Library Bill of Rights and interpretations,, and suggested

Book Selection Policy in Appendix,

Continuing°Education. The education of Board members should not cease- after

the orientation, but must be a continuing process. The needs of the library and

the community change constantly. The Board member should also keep aware of

new trends and new methods in the library field. To do so, the member should

become active in the South Dakota Library Association anti should read selected

professional publications such as SOUTH DAKOTA STATE LIBRARY NEWSLETTER, BOOKMARKSY,..

and AMERICAN LIBRARIES. Another way to keep current is by meeting Boardmembers
from other communities through participation in statewide and regional workshops

and conferences. Visiting other libraries is yet another way to keep current,
especially if the library to be Visited has a successful project which can be

examined. In-addition to their own continuing ,education, the Board is
responsible for the continuing education of the library's staff. Me Boaed
should provide adequate money in the budget for the staff to travel to
workshops sponsored by the State Library and to other training programs.

LegiAtation. Every trustee should be familiar with current and pending

legislation relating to libraries at kcal, state and nation '1 levels, Trustees

should vigorously express their opinions, both as individuals and as a Library
Board, to their elected representatives in regard to any such pending legislation.

17



JR0STtE ACTIVITIES

Libuny lkinizatiow :

AmeniCan LaAany Aszockatcon., The ALA represents librarians,'trustees
and interested ditizeha-in the United States and Canada. Members,

receive Amekican Lakaties, the association's news bulletin, the
Pubtic LiblialLy'Tku4ee newsletter, and may attend the annual conference
held in idifferent city each year. The'American Library Trustee Assoc-

iation is a division of ALAspedifical.y concerned with the problems
and concerns of librar, trustees. .

. -
,

2. Mountain-Pt cain5 Libhahy A6soiati con. MPLA is oncernecrwith the
barticulir needs of librarians and trustees in the member..states:

.South Dakota, North Dakota, Nebraska, Wyoming,.Kansas, Colorado, Utah,
and Nevada. Its most important activities are the sharing of ideas .

.....-:epd expertise throughout the area,, and the provision of opportunities

,... ' fOrftoneinuing education. The-association sponsors' an annual conference,

Publishes the 'MPLA NeMtettelt and includes a .Trustee Division.

3. South Dakota Libhaky Azzociati.ok. SDLA isen at home opportuhity for
the trustee to share ideas. knowledge with other South Dakota '

trustees and librarians. The association, sponsors an annual conference
publishes a newsletter (Bookmank.$) and includes a LibraryJrustee Division,

44. FAiend.4, 0-6 the Libhahy. Unlike the above organizations, the Friends of

..
the Library i'51.6 strictly local, association of citizens interested in the

improvement of your' library. Friends participate in public relation

pr6grams and raise funds for extra services and equipment that can not
be provided through the regular library bUdget. In addition, they may

provide volunteer help for special library projects. In the process they

gain a personal participation in their-library.
.

4.
. .

.
-

If there is no friends organ ization ihyoUr city or county, you as a
trustee are the person who may be able to' biggin one. "Friends of the

Library can make the difference between a Maiocre and an outstanding

library."' ,

f
Participation in the above organ! ations offers an excellen source of

.1

_education andiiraining for good librar trusteeship. In additio these organiza-

tions provide- a valuable tool for the romotion of legislation beneficial to .li-

braries, and the establishment of li,bra y standards. IF at all possible, the li-

brary budget should include the dues a d expenses for membership and participation

by librarians and trustees In these organizations.
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TRUSTEE ACTIVITIES

Wettibut,ty Coopertation, Librat:.Y trustees should aetiyely seek cooperation.

with other libraries in the provisio of library service. The, duty of the trustee

°is hot.to build up his own library in isolation from the efforts of other fi-

brariek, 'but rather to work toward wtiatever. combination Or. cooPeration. of li-

brary:agenties will provide the best library service to the people of their com-

munity,.
.

South Dakota State Latam: The State Library is in existence to provide -

library service to all South Dakotans, largely through assistance to-local public.

libraries, Through the State Library, yqur library. is supplemented, by;

125,000 books

1,100 periodical subscriptions

Federal and South Dakota government publications.

Sliecialized materials for blind and-physically handicapped persons,, ,.m.

\

-,,

16mm films and other audio-visual materials.

Reference service 6y professionally trained librariani.

Access to computer research4rvices.

Rapid access to major library collections in South Dakota and the Nation

through interlibrary loan,

Advice, training and assistance to you and your libParian concerning any

aspect of library service including:

Evaluations of proposed plans (building plans, five-year plans, etc.).

Advice on new furniture and equipment.

Assistance in dealing with local problems.

Assistance in hiring a new librarian, etc.

)



TOOLS FOR TRUSTEES
(Appendix)
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`OUR LIBRARY

What is it\poing? Where is it Going?

Appendjx A

A. "Bo-If-Yourself" Survey for the.Small,Llibrary
_

°From,time 'to time a librarian and "a Dibrary bdard mmst together look .

at their library objectively. This ti 'ne4ASary tp,d0grmine the quality
of services and facilities .presently availaMe and tca*termine the direction
fdr improved and added services.:. This "ItIrvey" is kepUbrief and simple;
it is aimed at providing a focus for ibr'arian-board disussion of their.

operations. Whether one answers. "yes r no" to'a particular question ,
becomes significant when the-answer is supported by written,library policies.

ct

SMALL LIBRARIES PROJECT, AMERICAN LIBRARY ASSOCIATION
Supplement A to Small LibrarilirTrrtject Pamphlet X14
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1. -,Does

2. Does each trustee attend board meetings regularly ?,

OUR BOARD

YES NO

our Board. meet regularly each month?'

3. Is there active participatilon.by each' member?

1

4. Does the Board provide planned'orientarron'fOr4
members and kpoWothe length of term of each.,,,,fl.

individual member?

5. Have by-laws been adopted?

6. Has our Board a written statement of the objectives

of theolibrary?

7. Arefithe members informed on provisions in charter,

ordinances', and/or State laws applicable to the

library?

8. Does our.Board function as a policy-making body,

delegating administration to the Librarian and

.staff?

Are there written policies on personnel, book

selection, gifts, hours open, and extension of

library servi-ces?

10. Is our librarian, included in Board meetings, his or her

report received at each meetinn, and his or her recom-

mendations considered in making'decisions.
-

11. Does our toard report regularly to the appropriating

body and to the community, with statistical, financial,

and human interest facts?

12. Has our Board prepared a long-range plan for library

development?

13. Does the Board have a relaxed, cooperatiye.relation-

ship with the city or county commission?

14. Does the Board limit the.maximum number of consecutilme

terms that -5-1rustee may serve in order to provide

maximum citizen participation in the library?

)7
.
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OUR BUDGET

Ed

1. Is our budget prepared annually in time to submit it.to,the
appropriating body, when it legins budget consideration?

YES NO

I

2. Is our budget estimate based on current year's expenditures; .
plus cost changes; expanded service, standards of good
service; and our library's objectives?

3.. 'Does our Board take advantage of economies possible Ahrough
.cooperation with other 1 ibrarie0.

. ,

Do the Board members go before the appropriating body with
the Librarian and present the budget estimate, with a care-

,

fully prepared "justi 'cation" and graphic aidS1
. .

5. Is the support of individuals and groups enlisted in
securing approval of the budget request?

6. Are other possible sources of income explored and utilized

fully, e.g., gifts, endoW0ents, grants?

7. Is a.systeMatit accounting of.,-funds maintained by the
Librarian?



i

OUR BUILDING

.
k'our buildlng at street level on a site convenient for

the public?
,

2. Is its outside appearance inviting and in good repair?

3. .Do we have a. book slot or box for return of books when

.the library Is closed?

4.. Does the library have an attractive sign giving name and

hours open?

Is its interior appearance inviting, .functi, and in

good repair?

6. Is reading room space provided for adults, young people,

children?

Is suitable and adequate work space for staff provided?

8. Is'our furniture functional, pleasing in appearance, and in

good condition?

9. Does our shelving conform to standard library specifications,

including adjustable shelves?

10. Is our building comfortable as to lighting, heating, and

air-conditioning as required by the climate?

11. Is there an attractive, Well-placed, public bulletin board?

12. Does.the building conform to all building and safety codes?

13:Is the building accessible to the handicapped?

24
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,2":,'::,-.4 '

OUR STAFF

1.: Is our Librarian enthusiastic, efficient, and friendly,

and does heor she.know the community?

2. Does the staff-know that public relations is the job of

each member through helpful, friendly, and competent
service to every patron?

Does 'staff have the requisite training and experiencc

4. Is it unnecessary for staff to use their own time,to carry

the work load?

YES. NO

5. Is sufficient help provided to carry on the work of the

library?

6. Are our salaries comparable to those paid in our community

for comparable ,work, and also to the scale in other librar*
of comparable size ?.

7. Does our staff have vacation and sick leave with pay, and

an opportunity to participate in social security, retire-

ment, and a hospitalization plan?" -

. Does our staff have comfortable working .,conditions as to
light,heat, ventilation, work, and rest 'rooms?

91 Is our staff encouraged and helped to get in-service

training through paid time and travel expenses to attend

profession0 meetings and workshops and take extension

cour§es library,science?

10. Does our .library subscribe to prbfessional magazines and
provide staff members time to read and discuss them?

11. Does our Librarian actively relate the library to community

activities by taking part on programs, working with club

program planners, etc.

25 39
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011g BOOKS AND MATERIALS

Is there a.written book selection policy as to the types.

of books and materials which our library procures by

purchase and. accepts as gifts?

2. Is our book collection classified, labeled,- and shelved

according to an organized plan?

YES NO
c

I

re-

/

Does our book collection provide for the needs and interests

of all ages: adults, young people, and cepildren?, cf

,.;

4. Does our book collection for adults and'young people include-
4,

both fiction and non-fiction, with emphasis on.inforMational
4

rmaterials?
1

.1,

\I '
a
1

).fe

Are our book'selections'made from reiiable hook selection

aids for each age group, e.g., Bookligt, Library Journal,

Public Library Catalog, and Children'g Catalog?

,6. Is our acceptance of gift books on the same selection basis

as for purchased books?

7. Does the Librarian purchase books each month to maintain a

regular flow of material?

8. Is our. book collection kept clean_ and in good repair?

9. Is the quality of our book collection maintained by regular

"weeding" of worn-out, unose4, and out -of -date books?

10. Has otif collection been "weeded" within the past two years?

-11. Are books selected by our Librarian and staff, and considera-

tion given to requests of patrons?

12. Is there an accurate shelf-list of the book collee-tion

maintained for use in selection and inventory?

T3. Is an accurate record kept of the number of books, additions,

and withdrawals?
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OUR LIBRARY'S SERVICES

. Have the services offered changed significantly in the past

five years?

2. Does our library serve al-lper-tsz--ofthecommun-i-ty --geographic,

economic, educational, occupational, social, religious, etc.?

3. Does our library serve as the community information center

as well as a'source of recreational materials?

4. .Does'our Librarian giV'e individual readers assistance in

finding what they need and in motivating reading of all

age groups?

Is help gfven to clubs in program planning?

Is assistance given-to organizations in obtaining films for

program use?

Do we help patrons by keeping borrowing routines simple,

maintaining telephone reference service, and having the'

library open when it is needed, including night hours if

needed?

8. Are there children's story hours and reading programs?

9 Are there timely exhibits and displays' in the library?

10. Does our Librarian borrow through interlibrary loans to.

supply informational needs not covered by our book stock?

11. is service extended outside the library through deposit

stations, servile to hospitals, shut-ins, jails, and

home-delivery services?

12. Do we let our community know of our services through regular

and frequent use of newspapers, radic4 TV, direct telephone

contact, exhibits outside the library, and other publicity?

13. Are the library's hours. in the newspaper every week?
1110

14. Is there a community-wide observance of National .Library

Week and Children's Book Week?

15. Are the monthly and annual reports made the subjects of

news stories in local papers?.

16. Do we maintain close relations with other libraries of the

community, e.g., school libraries, church libraries, etc.?

27
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ti

. OUR LIB RY'S SERVICES

4

is

17. Do we report our statisticg regularly an' ccuately to the .

state library as required by law?

YES NO

18. Do we make use of the consultant and advisory service of our

state.library extension agency?

'19.- Is our library accredited by the South Dakota Library

Association?

--Adapted with permission from a publication of the Texas State Library.

3 -3

11
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THE GOOD TRUSTEE

Appendix B.

Events ofted remind us how much the ideas-and skills of individual public
library trustees can influence the welfare of the library they- serve. 'Know-

ledge and experience are indispensable also. It pays to review occasionally
the basic legal and traditional duties and responsibilities of public li-
brary trustees, using them as measures of effectiveness. Here are some
fob thought, restated from Wyomiq4 State Library's OUTSIDER, Fall, 1974:

°` A. Attend BOird meetings and affiliate with professional organizations.

B. Employ a competent and qualified librarian, at an adequate salary, and
provide an adequate and qualified staff to work with the librarian.

C. Establish conditions of,employment and provide for welfare of the staff.

D. Provide for building and space needs and maintain,library property.

E. Determine tne., purposes and objectives of the library, re-eAtining them
periodically, and studying library programs and needs in relation to
community chantes, needs, interests, and trends.

F. Determine and adopt writ n po cies to governoperatio6 of the library,
assigning their executio to the librarian and the staff, including a
clear-cut policy and pr edure in book selection.

G. Establish rules and regulations -governing use of the'Library, upon recom-
mendation of the librarian.

H. 'See that accurate records are kept on file at the library; assist in
preparation of an annual budget.

I. Secure adequate funds from the appropriatin agency, and^from new sources
if necessary, to carry out library programs and improve service.

J. Establish, support and participate in a vital public relations program for
the library.

K. Build good rapport with governing officials'and general public by
regular reporting, coordination of activities, positive relationships.

. Be aware .of state, local, and federal library laws and actively support
library legislation which improves'and extends library service.'

M. Know and'understand resources available through statewide library develop-
ment programs; study advantageS of participation in them.

N. Know national public library standards; actively use them as goals.

0. Attend and support state, regional, and national. rustees. meetings and
workshops; they are detigned for fuller development of trustee talent
and understanding.
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ORGANIZATION DF'THE LI

V='

.0R1ENTATION FOR THE BOARO-MEMBER

Appendix C

.4%

Once appoWted, the new member should be.givenan introduction to the
-role of a Board, member before the next Board meeting, if possible, or at the
egimming of-the-next-Board: meeting--.-- The chairryersonof the Board -and the-ii-
brarian are jointly respons*le for this orientation. Some of the'information
the new member needs to knOW. includes: c

'd1.. All of the Board's d4ties. ,-

2. The difference betwee0 the concerns of the i;brary director
and the Board members.: 1

3. The library, both patA and present--legal basis, finances,
physical facOities, .blicies, collection, staff, services,

'plans.

4. The community7-histor telly , demographically, economically,
educationally "tociall , politically.

5. State and natOcial library information--state library laws,
federal 1 ibrarvTlegislation, services of the South Dakota
State Library, tatey* plans for library development,
state and nati' al tanards.

This is not all that, ard nember needs to know, but it will give the new member
the backgraund on whic to ba _eatt-ly decisions: The local library should provide
the new membeC with a copy of heIDUTH DAKOTA PUBLIC LIBRARY, TRUSTEES MANUAL,
the bylaws of the Boardx.loc4, ordinances that pertain to the library, the last
annual budget and monthly u es i the rules and regulations for'the library,
a policy statement for the library, a personnel chart, minutes of previous Board
meetings, the last annual report, 6 map showing branches, stations and bookmobile
stops, names.,` addressee, and teephone numbers o members of the Board and staff,,
etc.

BYLAWS
6

The Board shout %e orgii-zed with effective routines-for the conduct of its
own affairs. Every,loard should have a set of bylaws* outlining these routines in-
cluding:

1. Place and regular meetings.
2. Order of business.
3. Officers, committees, and their duties.,
4. Date of annual meeting to consider the budget (if one is held).
5. Procedures for calling special meetings.
6.. Definitign of a quorum.
7. Parliamentary rules to be followed.
8.. The role of the library director.
9. Procedures for amending the bylaws.

.10. Limitations on Board members.

SDCL 14-2-40(2) Each board of public library trustees shall...
Adopt.bylaws for the conduct'of their business...
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MODEL BYLAWS OF A PUBLIC LIBRARY

BOARD OF TRUSTEES

A'rticle I - Name and AuthorizatiOn

This organization shall be called-"The-Board-of-Trustees-of-the
Library,"

existing by virtue of the provision of Chapter 14-2 of the South Dakota Codified

Laws, and exercising the powers and authority and assuming the responsibilities

delegated to tt under the said statute.

Article Il - Meetings

The Library Board Shall meet on the

of month or months at

{day) -
t the library.

(time)

AAn annual meeting shT be held at the time of the regular monthly meeting

for the month of

Special'meetings may be called by the President or upon the written request

--of three members for the transaction of business stated in the call for the

meeting.

Article III - Officers

Board officers shall be as follows: President, vice president and seci-etary.

The librarian shall serve as secretary of the board. All other officers shall be

elected from among the trustees by ballot at the annual meeting of the board.

Each officer shall serve a term of one year in such .office, and may be re-elected

in subsequent years.

...The president of the board shall preside at all meetings, certify all actions

approved by the board, authorize calls for any special meetings, and generally

perform the duties of a presiding officer.
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MODEL. BYLAWS (Continued)

In the absence of the president, the vice-president shall perform all
duties authorized for the president.

The board secretary shall'keep a true and accurate account of all preceedings
of the board meetings; issue notices of all preceedings of the board meetings;
.issue notices of all regular meetings and on the a*horization'of the president,
of all special meetings; and have custody of the mutes and the other records of
the board.-

If the library board shall have direct charge of any funds, a treasurer
shall be elected in the same manner as the president or vice-president-. :jhe
treasurer shall have charge of such library funds, shall sigh checks on the
accounts on the board's authorization and report at each meeting on the state
of the funds.

Article IV Committees

Special committees for the study and investigation of special problems may
be appointed by tie president to serve until they have completed the work for
which they were appointed.

Article V.- Quorum

A quorum for the transaction of business shall be a simRle majority of the

board members.

Article VI - Librarian

The librarian is the board's executive officer and shall hay sole charge of
administering the library under the board's direction and review. 'The librarian
shall be responsible for employing and directing the staff, for selecting, library
materials, for the care of the buildings and equipment, for the efficiency of the
library's service to the public, and fot operating the library under the financial
conditions set forth in the annual budget. The librarian shall keep exact accounts
of all moneys received or egperfded, and shal=l report on such receipts and
expenditures at each regular meeting of the board. The librarian shall perform
the duties of secretary of the library board, ,and shall attend all board meetings
except when her or his employment or salary is to be discussed.

Article VII - Order of Business

The order of business at the regular meetings shall be as follows:
Roll Call
Approval of previous meeting's minutes
Correspondence and communications
Report of Librarian

J
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MODEL BYLAWS (Continued)

Financial rePort and approval of expenditures.

Reports.acommittees.
Unfinished business.
New business.
Adjournment.

Article V111 - Amendments

These bylaws may be amended by a simple majority of the members present

at any regular board meeting that has a quorum, provided that the amendment

was stated in the call for the meetingwhich was mailed to the members at

least one week before the meeting.

3r"
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MODEL-BOWSELECTION POLICY.

1/,
I LIBRARY

Appendix D .

POLICIES'AND OBJECTIVES

The purpose of this policy on book Selection is to guide in the
selection of materials and to inform the public about the principles
upon which selections are made.. This statement was approved and adopt-
ed on 19 by the =-

Library Board, which assumes full responsibility for all legal actions
which may result from the implementation of any policies stated herein.

LIBRARY AIMS

The aim of the 'Library is service
to all people. This encompasses individuals and groups of every age,
education, philosophy, occupation, economic level, ethnic origin and

( human condition. Fulfilling the educational, informational and recreation-
. al needs° of these people is the Li-

brary's. broad purpose. More specifically, it helps people to keep current
with, change all areas, educate themselves continually, become better

, ,

members of their families and communities, become socially and polititally
aware, be more capable in their occUpations, develop their creative abilities
and spiritual capacities, aRpreciate and enjoy literature\and art, contribute-
to the overall expanse of knowledge, and stimulate their own personal and
social well-being. All printed and nonprinted materials are selected by
this library in accordance with these 'basic objectives.

;RESPONSIBILITY FOR MATERIALS SELECTION

This library board adopts as part of its policy the following,para-
graphs from the Library Bill of Rights:

1. As a responsibility of library service, books and other library materials
should be chosen for ,values of interest, information and enlightenment
of all people of the community. In no case should library materials
be excluded because of the race or nationality or the social, political,
or religlous views of the authors."

2. Libraries should provide books and other materials presenting all
points of view concerning the problems and issues of our times; no
library' materials should be proscribed or removed from libraries
becauseof partisan or doctrinal disapproval.'

Finalresponsibility for selection of books and library materials is
and shall be vested in the librarian. However, the librarian may delegate,
to such members_of_the staff as are qualified by reason of training, the
authority to interpret and guide the application of the policy in making
day-to-day.selections. Unusual problems will be referred to the librarian
for resolution. Any books and library materials so selected shallsbe held
to be selected by the board.

34
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:PRITPIA.FORSE.LECTION
1

;ertain.:factors influence the selection of library materials.

Among these are:

1. The author's reputation and significance as a writer;

2. The importance of subject matter to the collection;
3. Availability of material in the system, in other libraries or in print;

4. Timeliness or permanence of the book;
5. Authoritativeness;
6. Inclusion in ".standard bibliographies or indexes;

7. Price;
8. Format, including-possibility of rebinding,

legibility.

.

SCOPE OF THE. COLLECTION

as.well as type and

The library recognizes-Oes'obligations to provide reference and re-
search materials for the direct answering of specific 'questions and for

continuing research. It also recognizes the"purposes and resources of
other libraries in the community and shall not needlessly duplicate
functions and materials.

The library acquires textbooks and other curriculum-related materials

only when such materials serve the general public.

The library acknowledges a particular interest in local and state
history; therefore, it will seek to acquire state and municipal public
documents, and it will take a broad view of works by and about South Dakota
authors as well as general works relating to the. State of 'South Dakota,

whether or not ,such materials meet the standards of selection in other

respects. However, the library is not under any obligation to add, to its

collecticnseverythng about South Dakota or produced by authors, printers,
or publishers with South Dakota connections if it does not seem to be in

the public interest to do so.

Unconditional gifts, donations, and contributions to the library may
be accepted by the librarian on behalf of the Library Board. No gifts or

ifdonations conditionally made shall be accepted without the approval of the
Library Board.

Generally, cOtlections of books will not be accepted with restrictions
which necessitate special housing, or which prevent integration of the gift

into the general Jibraryt collection.

The:same Standards 0- selection will govern the acceptance of gifts:

.
as govern purchase by the library. If material is usefurbuinot needed,
it may be disposed of at the discretion of the librarian.
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MAINTAINING THE COLLECTION

Systematic withdrawal of materials no longer useful is necessary in

order to maintain relevant resources. The same criteria will beused in
weeding materials from the collection as are used inv,their acquisition.
The decision to withdraw library material shall be based on the physical
condition, use of the material as determined by last date of loan or by
number of loans in the last five years, and age of the material as a mis-
information factor, especially in the area of the sciences. Library staff
members are to be thoroughly instructed with regard to the necessity for
discarding books and library materials.

CENSORSHIP

The selection of library books and materials is predicated on the
library patron's rightto read and, similarly, his freedom from censorship
by others. 'Many books are controversial and any given item may offend some
persons. Selections for this library will not, however, be made on the
basis of anticipated approval or disapprOval, but solely on the merits of
the mate ;ial in relation to the building of the collection and ta-serving
the interests of the readers. This Library holds censorship to be a purely
individual matter and declares that--while anyone is free to reject for
himself books and other materials of which he does not approve--he cannot
exercise the right of censorship to restrict t freedom of others.

With respect to the use of library materials by children, the decision
.

as 0 wHat a minor may read is the responsibility of his parent or guardian,..
Selection will not be inhibited by the possibility that books may inadvertent-
ly come intothe possession of minors.2

It is the right of any citilin of to recommend library
materials for selection consideration by the
Library and it is the obligation of the Librarian and his/her staff to consideY
such. recommendations with the same evaluative criteria established above. Such
recommendations shall be made in writing on forms developed by the Librarian.

It is also the right of any citizen of to
question any library material selected by the
Library since opinions may differ in our democracy. Such questions shall be
presented in writing on forms developed and made available by the Librarian
and shall be specific as to title and nature of thematerial being questioned.

% 1

REFERENCES

American Library Association.- Library Bill of Rights (adopted
June 18, 1948; amended February 2, 1961, and June 27, 1967, by the
ALA Council).

2

Policy includes American Library Association Resolution on Challenged
'Materials (adopted July 22, 1974 by the AIL* Council).
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Citizen's Request Form for Purchase of Materials

AUTHOR

TITLE

EDITION or SERIES VOLUMES

PLACE or PUBLISHER YEAR LIST PRICE

RECOMMENDED BY

REVIEWED IN

42
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Signature

Date'



Author:

Title:

LIBRARY

CITIZEN'S REQUEST FOR RECONSIDERATION OF LIBRARY MATERIAL

Publisher (if known):

Request initiated by:

Address:

City:

Coaplaint represents:

Himself

(Name of Orgabization)

(Identity other group)

State Zip . Tel.: ,

1. To What in the material do you object? (Please be specific; cite pages.)

.11

1'0)

2. For what age group would you recommend this material?

3. li there anything good about the material?

4. Did you read the entire 'material? What parts?

Are you aware of the judgment of thismaterial. by literary critics?

6. What do you believe is the theme otihs material?

7. In its place, what material of equal quality would you recommend that would
convey as valuable a picture and perspective'of.the subject treated?

38

Signature of Complaintant:
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Eihrary Bill of Nights

The Council of the American Library Association reaffirms its belief in the
following basic policies which should govern the services of all libiaiies.

1. As a responsibility of library service, books and other library mate-
rials selected should be chosen for values of interest, information and en-
lightenment of all the people of the community. In no casehould library
materials be excluded because of the race or nationality or the social, politi-
cal, or religious views of the authors.

2. Libraries should provide' books and other materials presenting all
points of view concerning the problqjns and issues of our times; no library
materials should be proscribed or removed from libraries because of partisan
or doctrinal disapproval.

3. Censorship should be ,challenged by libraries in the maintenance of
their responsibility to .provide'public information and enlightenment*.

4. Libraries shouldcooperate with all persons and groups concerned
with resisting abridgment of free expression and free access to ideas.

5. The rights of an individual to the use of a library should not be denied
or abridged because'orhis age, race, religion, national origins or social or
political views.

6. As an institution of education for democratic living, the library
should welcome the use of meeting rooms for socially useful and cultural
activities and discussion of current public questions. Such meeting places
should be available on equal(terms to all groups in the community regardless
of the beliefs and affiliations of their members, provided that the meetings
be open to the public.

Adopted June 18, 1948.
Amended February 2, 1961, and June 27, 1967, by the ALA Council.
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RESTRICTED ACCESS TO LIBRARY MATERIALS

An Interpretation of the LIBRARY BILL OF RIGHTS.

Restricting ac&ss of certain titles and certain classesO-Kb156, materials
is a practice common to many libraries in the..11nItad-51-ites. Collections

of these materials are referred to by a variety of names such as "closed

shelf", "locked case," "adults only," or "restricted shelf" collections:

Three reasons generally advanced to justify restricted access are:

11) It provides:a refuge for materials that belong in the collection

but which may be considered "objectionable" by some library

patrons;

(2) It provides.a m4ns for controlling dktribution of materials
which alledgedly should not be read by those who are not
"prepared" for such materials by experience, education or

age;

(3) It provides a means to protect certain materials from theft

and mutilation.

Though widely used and often practical - restricted access-to library

materials is frequently in opposition to the principles of intellectuak

freedom. While the, limitation differs from direct censorship activitiei,

such as removal of library materials or refusal to purchase certain pub-

lications, it nonetheless constitutes censorship, albeit a subtle form.

As a form of censdtship, restricted access violates the spirit of the

LIBRARY BILL OF RIGHTS in the following ways;.,

(1) It violates that portion of Article II which states that
"...no library materials should be proscribed... because

of partisan or doctrinal disapproval."

The word "proscribed" as used in Article II, means

"suppressed." Restricted access achieves de facto sup-

pression of certain materials.

Even when a title is listed in ttie card catalog with a
reference to its restricted shelf status, a barrier is
placed between the patron and the publication. Because

a majority of materials placed in restricted collections

deal with controversial, unusual, or "sensitive" subjects
asking a librarian or circulation clerk for them is an
embarrassment for patrons desiring the materials. Because

4o
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RESTRICTED ACCESS TO LIBRARY MATERIALS

An Interpretation of the LIBRARY BILL OF RIGHTS (con't)

restricted collections are often composed of materials
which some library patrons consider "objectionable," the
potential user is predisposed to thinking of the materials
as "objectionable," and, is accordingly inhibited from

asking for them. Although the barrier between the materials
and the patron is psychological, it is nonetheless a tangible
limitation.on his access to,information.

1.1

(2). lt,violates Article V which states that, "The rights of an
individual to the use of a library should not be denied or
abridged because of his age... ."

Limiting access of certain materials to adults only abridges
the use of the library for minors. "Use of the library,"
includes use of, and access to, library materials. Such

restrictions ire generally instituted under the assumption
that certain materials are "harmful" to minors, or in an

effort to avoid controversy with parents who might think so.

.i'e librarian who would restrict the availability of materials
4.minors because of actual or suspected parental objection
diald bear in mind that he is not in loco parentis in his

posItion as librarian. The American Library Association holds

that rt is"the parent.- and,onlyi,the parent --who mar,restrict
his children - and only his children = in" reading matter. The

parent who would rather his child did not read certain materials

or certain kinds of materials should so advise the child.* .

When restricted access is implemented to protect materials from theft or

mutilation, the use of the practice may be legimate. However, segrega -.

tion of materials to protect them must be administered with extreme atten -.
tion to the ra ionale for restricting access. Too often only "controversial"

raterials are e subject of such segregation, leading to the conclusion

that factors of er than theft and mutilation were the true considerations.

The distinction s extremely difficult to make,' both for the librarian and

the patron.

Selection policies, carefully developed on the basis of principles of intel-

lectual freedom and the LIBRARY BILL OF RIGHTS, should not be vitiated by

administrative practices such as resticted access;

*See0also FREE ACCESS TO LIBRARIES FOR MINORS, adopted by the ALA Council,.

June 30, 1972.

Adopted February 2, 1973 by the ALA Council

(ISBN 8389-6081-2) 4
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POLICY ON CONFIDENTIALITY OF LIBRARY RECORDS

a

The Council of the American Library. Association strongly recommenas that the

responsible officers of each library in the United States:

1. Formally adopt a policy which specifically recognizes,
Jts circulation records and other records identifying
the names-of library users to be confidential in nature:,

2. Advise all librarians and library employees that such
records shall not be made available to any agency of
state, federal, or local government except pursuant
to such process, order, or subpoena as may be authorized

under the authority of, and pursuant to, federal,
state, or local law, relating to civil, criminal, or
administrative discovery procedures or legislative
investigative power.

Resist"the issuance or enforcement of any such process,
order, or subpoena until such time as a proper showing°
of good cause has been made in a court of competent

jurisdiction.*

*Note: Point 3, above, means that upon receipt of such process,

order, or subpoena, the library's officers will consult with their

legal, counsel to determine if such'process, order, or subpoena is

in proper form and if there is a showing of good cause for its

issuance; if the process, order, or subpoena i4"' not in proper form

or if good cause has not been shown, they will,insist that, such

defects be cured.
4

Adopted January 20, 1971; revised July 4, 1975, by the ALA Council

(ISBN 8389-6082-0)
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RESOLUTION ON CHALLENGED MATERIALS

An Interpretation of the LIBRARY.BILL OF RIGHTS

WHEREAS, The LIBRARY BILL OF RIGHTS states that no library materials should

be proscribed or removed because of partisan or doctrinal disapproval, and

WHEREAS, Constitutionally protected expression is often separated fr)m un-

protected expression only by a dim and uncertain line, and

WHEREAS, Any_attempt, be It legal or extra-legal, to regulate or suppress

material must be closely scrutinized to the end that protected expression

is no ridged in the process, and

WHEREAS, The Constitution requires a procedure designed to focus searchingly

on the question before speech can be suppressed, and

WHEREAS, The dissemination of a particular work which is alledged to be un-

protected should be completely undisturbed until an independent determination

has been made by a judicial officer, including an adversary hearing.

THEREFORE, THE PREMISES CONSIDERED, BE IT RESOLVED, That the American Library

Association declares as a matter of firm principle that no challenged library

material should be removed from any library under any legal or, extra-legal

pressure, save after an independent, determination by a judicial officer in

a court of competent jurisdiction and only after an adversary hearing, in

accordance with well-established principles of. law.

Adopted by the ALA Council, June 25, 1971.
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THE BUDGETING PROCESS

Appendix E

/.
The following is a brief online of the steps involved in preparing'a

budget:

1. The first step in preparing the budget is its formulation.
This step is done primarily by the library director and

staff. The libraryl,s plan should include approaches to
the various goals and objectives that are feasible in terms

of anticipated resources. The steps involved in these
approaches should be ranked according to their priority ,

and available funds should be allocated in tery6 of the '

rankings. Basically, budget formulation involl;ves trans-7

lating the steps into the staff and resources Ihecessary,
to implement them and determining the costs.

2. The budget, once formulated.L should be presented to the

Board. It should be explaiakd in depth and OsCussed .

so that all the questions that may arise in tOecommUnity
are anticipated and necessary changes made. V

i? 1

3. If the Eommunity has been involved from tIe v r beginning,

public support should be generally favorable, 7t no one likes

to pay taxes and continuous effort should be ma e to counteract

anti-tax sentiment. All the news media should be used. Budget

discussions should be open and the press, F4 i s, general

public, and. governmental officials not onl el me, but especial-

ly invited. Every Board member should be inf d and be prepared '

to answer any question about the budget that may arise in daily

contact. 4

4. When the proper time comes, the Board should accompany the
library director to present the budget to Ale proper al-
locating authorities. These governmental ,OfIcials must
see that the Board, as representative taxpayers, support

the budget. .

No specific budgeting system can be recommen, d, since the library's

accounting system should be compatible with that used, by the governing

bo'dy. The budget should be detailed enough to assure the authorities

that the money wi4 be spent in the manner agreed'upon, but not so detailed

that all the money is tied up in accounts from which it cannot be transfer-

red without first requesting the transfer from the funding authority.

(
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LIBRARY BUDGETING FORM

NaMe of Municipality or County
Name of Library
Fiscal Year 19 AccountingForm

410 Personal 'Services
411 Salaries and.Wages
412 OAS!
413 Retirement
414Workmen's'Compensation
415 Group Insurance

Total Personal Services

.42 Other Current ExpenSe
421 Insurance
422 Professional Services

& FeeS

423 Publishing.
424 Rentals
425 Repairs & Maintenance
426 Supplies & Materials
427 TraVel & Conference
428 Utilities
429 Other

Total Other Current Expenses

Actual Expen-
ditures
Prior FY 19

430 Capitol Outlay
431 Land
432 Building & Structures
434 Books

434A Books
4348 A-V
434C Magazines

Tota1.434
435 Furniture & Minor .

.Equipment
436 Machinery'& Automo-

tive Equipment
437 Street Improvements
439 Other Capital Expendi-

*tures
Total Capital Outlay

Totals

Budget for
Current .

FY 19

The accounting form above should be used for each program

form should be made to summarize all the programs.

45 50

Current Yr., . Budget

Budget lor
Expended ,,Next FY 1'9

in your budget, and one total
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STATE LIBRARY DEFINITION OF ADEQUATE LIBRARY SERVICE

Appendix

Rules of the South Dakota Department of Education and Cultural Affairs,
Cultural Affairs Division, Office of the State Library Commission:

Section 24:30:01:02. ...a public library is considered inadequate Aif it
is.not open to the public at ljpast forty hours a week including at least two
nights and a period of time on Saturday; if it has no telephone; if it is
not staffed with at least one person holding a bachelor's degree from an
accredited institution of higher educption, or having two years of college
and six hours of college credit in librarianship or twelve library continuing
education units, or having two years of college and two years'of library
experience, or having.a high school diploma and twelve hours of college credit
in librarianship or twenty-four library continuing education units or an
equivalent combination of college credits in librarianship and library continuing
education units; if 'it is more than ten miles distant from a citizen's place
of residence or business; if it purchases less than fivdhundred books per
annum; and if it does not purchase the minimum quantity of bookcand periodical
indexes recommended by the state library.

(The above definition is utilized by the state library to determine direct
access to state library services by persons not receiving adequate service. It
should not be considered mandatory or complete in any other application.)

a
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GLOSSARY
LEARNING THE 'LIBRARY LANGUAGE

.

The profession of librarianship has a language all its own.

common terms will help trustee and librarian to communicate

ACCESS - availability of the library and its services to

served. In a larger,sense, the ability to reach source

a library and its cooperative links to other sources.

ACCREDITED LIBRARY SCHOOL - a college or univers

program meeting standardS of the American Libra

credited by a ppiromittee of ALA. Called "appro

-instances.

ACQUISITION - the process

brary's collection.

nderstanding these'

," 0.--e

s 'of an area
IV-formation thrdugti

Library education
cation and &tidally ac-

graduate library:school" 'in some

of acquiring the library materials which
A

make up a li-

ADMINISTRATION - the 'management of the library within establ ished policies.

AUDIO-VISUAL communication resources which rely on a device for transmission,

reproduction, or enlargement tocbe effectively,.utilized or understood (e.g., films,

tapes, records, etc.) Excluded :ire print and,print substitute t.

BCR - BibliographicalCenter for Research. A program in which academic, public,

governmental, and institutional libraries in several Western states (including

South Dakota) share resources and access material5.

BOARD OF LIBRARY TRUSTEES

- _

tin far' the:Membdrs of a public library governing
,.

opic SELECTION POLICY - see MATERIALS SELECTION POLICY.

OKS - see LIBRARY MATERIALS.

CALL NUJ ERS - the notation'used to identify and locate a particuldr book on the

shelves; it consists of the classification number and author number, and it may

also include a work number.

CARD CATALOG - a'iist of books, maps, etc., arranged according to a definite plan

(such as alphabetically by author/title, or subject). Entries are made on cards

of uniform size and quality, and stored in the desired order on their edges in

drawers.
"'", r

CATALOGING - the process of describing anitem in the colt; assigning a

ol'assification (call) number.

CIRCULATION - the activity -of a library in lending
materials to borrowers and the

recording of these loans. Statistics showing use of the library by a count of

materials checked out. Also department or area of the library which receives

returned materials and checks out Oterials to the user.

47
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CLERK 7 library employee assigned to duties of a clericat and-ro-GFine nature.

.

1

: . 1

COLLECTION - the total accumulation of all librry materials provided b''a

library for its clientele.

COMMUNITY - area to be legally served by the library, such as a city, county, or

multi-county area.-

DEPOSIT STATION - a public library service pOint in a community location such as

a school, factory or store where 'a small collection of materials is established

and rotated.

DEWEY DECIMAL SYSTEM.- a method of classifying library materials based on the use

of decimals and'developed by Melvil Dewey.

FILMS - see LIBRARY MATERIALS.

GOVERNING BODY the commission, council or other elected body which governs a local

governmental unit.

INTERLIBRARY LOAN - originally, one library borrowing from another in order`' to

serve the user. Now, a system of interlibrary cooperation which allows libraries

to put their users in touch with material they treed no matter where it is in the

many kinds of libraries in a state or nation.

LSCA - Library Services and Construction Act. Enacted to assist the states in the

extension and improvement of public library services, to provide funds for library

construction, to strengthen state library administrative agencies, and to promote

interlibrary cooperation among all types of libraries.

LIBRARIAN - an employee assigned 'to professional library responsibilities and duties.

The chief administrative officer of a public library.

LIBRARY BOARD - see BOARD. OF LIBRARY TRUSTEES

LIBRARY MATERIALS the variety of resources which -a library might have: books;

periodicals; pamphlets; local, state,,and federal govei-nment publiCations; news-

papers; pictures; films; slides; filmstrips; art reproductions; music scores; maps;

recordings and tapes; various forms of microreproduCtions; television; tape record-

ers; record players; video tape; etc.

LIBRARY OF CONGRESS the library in Washington, U.C. which services the U.S. Congress,

and other libraries in increasing fprms of service. ,LC does cataloging while books

are in the publication process so that catalog cards can be available as soon as the

book is purchased by libraries. Many libraries are using the LC catalog system in

place of the Dewey Decimal system.

LOCAL GOVERNMENTAL UNIT any chartered governmental unit, county, or municipality,

or two or more of them, if applicable, of the state of South Dakota.

5:3
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.MINITEX - Minnesota Interlibrary Telecommunication Exchan e. A. program in which

academic, public, governmental, and institutional libraries in Minnesota and

neighboring states (including South Dakota) share resources, cooperatively

catalog materials and access materials.

MLS - The MaSter of Library Science degree, taken asa fifth year of study_beyond °

the ,bachelor level. Usually regarded as a minimum requirement for a professional

librarian.

'MULS 7 Minnesota Union List of Serials. A machine readable listing of the peri-

odical holdings of the libraries participating in MINITEX-available on microfiche,

hard copy' or. computer printout. -South Dakota is included in this listing.

MATERIALS LECTION'POLICY 7 the board-adopted statement governing the acquisition

of library aterials: «-

MEDIA - prl tad and audio-visual forms of communication and any necessary equipment

required to render them usable.

MICROFORMS any arrangement of images reduced in size, as in microfilm or micro-

fiche. Included ander LIBRARY MATERIALS.

MILL LEVY -'the number of mills (one mill equals o6e-tenth of a cent) which is

multiplied by the valuation (accessed or adjusted) of property to determine the

amount of tax to be paid by, the property-owner.

e

NON-RESIDENT
a'person not residing .within or paying taxes to the.goyernmentaj unit=

which provides fOnding for library service.

OCLC - foinerlythe Ohio College Library Center, now OCLC, The computer network

some South Dakota libraries have joined for such services as cataloging, interlibrary

loan and Bibliographic reference.

PAGE - a library employee assigned to shelving and routine clerical tasks.

PAMPHLET, - see LIBRARY MATERIALS.

PERIODICALS - publications with a distinctive title intended-to appear in successive

numbers or parts at stated or regular intervals and as a rule, for an indefinite time.

Included in LIBRARY MATERIALS.

PICTURES see LIBRARY MATERIALS.

POLIGY - established rules, regulations, and guidelines for the operation of the

library..

PROCESSING catch-all termfor preparing books and other materials to be made

available to the library's users. Some materials are ordered pre-processed or

ready for the 'shelf. Processing may include cataloging,-preparatjon of cards,

putting in book pockets and making protective covers.
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PUBIJC. OBRARY - any library that serves free of charge all residents of a local
goverrimental.unit:and receives financial support in whctle or in part frallh

public fUndsmade available by thd governing body ofthat Unit.

SELECTION - the process of Choosing the books and other materials to be bought
by .a library:.

SERIALS - publications thatare issued regularly in sequence, such as magazines,
journals,. and newsletters. So-call-a-because thwe publications carry serial
numbers-indicating:volume and issue. includes PERIODICALS,

'SHELFLIST - the inventory of items as they will be found on the shelf in the
library.

TRUSTEE - desi.gnates a. board member of a public library.

UNION CATALOG -.a ljsting of items, usually periodicals, but often films and books,
of a number of lillEries which combine their lists in order to locate materials*
quickly.

VERTICAL. FILEritems such .as pamphlets, clippings, pictures, etc., which because
.of their: shape and often their ephemeral nature are filed vertically in drawers
for ready reference. Literally,the upright office files used to hold the pamphlets,
etc.

WEEDING - the selection of library materials from the collection to be discarded
or sold, Throwinglout,.or otherwise disposing of books and other library materials
no longer up-to-date or useful to the patrons of the library. Weeding keeps a
collection current, makes way for new material and provides ongoing evaliration of
the library's materials and its use;
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BASIC RESOURCES FOORUSTEES

ESSENTIAL

South-t-Dakota Library Association.. Bookmarks. Monthly, free to members

of SDLA.

4
South Dakota State Library. Library laws, rules., and policies of the

state of.-Sou-th-Dakota-.--South-Dakota -State-Library, State-Library

Building, Pierre, SD 57541. 1978.

South Dakota State Library. Planning for the future, 1979-1983;
South DakotaState Library, State Library Building, Pierre, SD 57501.

South Dakota State Library. South Dakota Public Library Trustees Manual.
South Dakota State Library, State Library Building, Pierre, SD 57501

South Dakota State Library. State Library Newsletter. Bimonthly, free

to South Dakota libraries and public library trustees. South Dakota

State Library, State Library Building, Pierre, SD 57501.

Young, Virginia G. The library trustee: a practical guidebook, 3rd edition.

R. R. Bowker, 1978 $14.95.

Young, Virginia G. The trustee of the small public library, revised

edition. American Library Association (50 East Ruron'Street, Chicago,

Illinois 60611), 1978. Small libraries Publications - number 1.

I4ELPFUL

American Libraries. (Included in membership in American

Association.)

American Library Association. Ad Hoc Committee to Revise the ALA
Personnel Organization and Procedure Manuals. The pelonnel mbnual.
Chicago, ALA, 1977: .

American Library. Association. American Association of State Libraries.

-1Xandards for Library Functions at the State Level. Chicago:

American Library Association, 1970.

American Library Association. Office for Intellectual Freedom.

Intellectual freedom manual. ALA, 1974. $5.00.

American,Library Association. Public Library Association. Minimum

Standards for Public Library Systems, 1966. Chicago: American

Library Association, 1967.

American Library. Association, Committee on Standardi. Interim

sStandards for small public libraries: guidelines toward achieving

the goals of "public library service.' ALA, 1972.
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BASIC RESOURCES FOR TRUSTEES

HELPFUL

-
Baeckler, Virginia and Linda Larson Go, pep and .pop: 250 tested

ideas for lively libraries.
U*N*A*BerS*H*E*D Librarian (GPO Box 2631,

New York, NY 10001) 1976. $3.50 paperback.

Batchelder, Mi dred, ed-i tor. Public 1 ibre-rytrusteestnthe-1-960 .

American Library Association, 1969. $2.00.

Comingor'e, Gloria and Pat Peterson, Book sale manual, Friends of the

Torrance- (bilAfornia) Library, 1976. $4.50 paperback.

Eggent J. Archer, ed. "Library Boards," Library Trends 2, No. 1 (July,

1962

Friends of Florida's public libraries; a practical guide for establishing

and maintaining an effective association. Tallahassee, State Library

of Florida, 1978.

Gregory, Ruth W. Public- librai-ies in cooperative systems. American Library

Association, 1971. $9.95.

Lancaster, F. W. The measurement and evaluation of` library services.

Information Resources Press, 1977. $27,50,

Library Journal.

Libffryttrustee newsletter. Bimonthly. $1900 per-ypir from: Library .

Tr tee Newsletter, P. O. Box 110, Glen Ridge, New Jersey 07028;

MPLA Newsletter. (included in membership in Mountain-Plains Library

Association.)

Meyers, Gerald W. Insurance manual for libraries. American Lib

Association, 1977. $5.00 paperback.

Myller, Rolf. The design of the small public library. R.. R. Bowker,

1966. $14.95.

Public Library Trustee. (Included in membership in American Library

Trustees Association.)

The Small Public, Library: A series of guides for community librarians

and trustees. Chicago: American Library Association, 1962-63. Revised.

So you're wondering about incorporating your friends of the library group.

Olympia, Washington State Library, n.d.

South Dakota. State Library. Statistics of South Dakota Public Libraries.

Pierre: South Dakota State Library,. State Library Building (annual).
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Sit PROCEDURES FOR TRUSTEES

HELPFUL T

Wallce, Sarah Leslie, ed. Friends ,of the. Library: Organization and
Actiyittes. Chicago: American Library Association, 1962.

Ruth'M. and Eleanor A. Ferguson, editors. Public library policies-
genera an specific. Public Library Reporter, Number 9. American
Library Association, 1970.

Wilson Library Bulletin.

NON-BOOK MATERIALS

"Multi le choice" - film introducting trusteeship. Available through
the Audio - Visual. Services Department, South Dakota State Library, State
Library Building, Pierre, SD 57501."
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